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Cash Handling
Section B - Accountability/Reconciliation

Accountable Documents
Retention of records shall befor 4-5years
Deposit Sip/Ticket Inventory

At close of business on October 31 each year, the Didtrict Superintendent or designee shall
inventory dl roll tickets, press-numbered receipts, and passes on hand in the Digtrict. The
inventory is reported on a DPR 145, Accountable Documents Requisition and/or Inventory.
One st is prepared for each type of accountable ticket or receipt. Theformsalso serve as
requisitions for new supplies of receipts and tickets. The Digtrict Superintendent or designee
must anticipate ticket requirements for the next calendar year. The origind DPR 145 is sent to
the Warehouse by November 12; the duplicate is retained in the Didtrict.

Delivery of receipts and tickets can normaly be expected about April 1<t, except for annua
passes, which are shipped the preceding November. The Didtrict Superintendent or designee
acknowledges receipt of shipment by signing and returning the origind DPR 106, Receipt of
Accountable Document, which is sent with the tickets. If receipts or tickets are needed before
the scheduled ddlivery dates, make a note on the requisition, and a partid shipment will be
made.

Use an accountable document inventory log to keep track of accountable documents such as
ticket rollsor DPR 453's.

Supplemental Ticket Orders

Although proper planning should make a supplemental ticket order arare occurrence,
unforeseeable conditions may make it necessary. Supplementd ticket orders will normaly be
shipped from Sacramento on the same day the request is received, by the fastest means
available, usudly United Parcd Service. The warehouse will accept afax order.

Acceptance of the order will be acknowledged by completing both copies of the DPR 106
enclosed with the order, returning the origind to the Warehouse, and filing the copy.
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ACCOUNTABLE DOCUMENT INVENTORY LOG

(DPR # and title) YEAR

Received on beginning ending
quantity) (date)

Packet # Beginning # Ending # Issued to Issued by Date # issued
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ACCOUNTABLE DOCUMENTS REQUISITION AND/OR INVENTORY

State of California — The Resources Agency
DEPARTMENT OF PARKS AND RECREATION

DISTRICT NO. DISTRICT/SECTOR NAME DATE
ADDRESS PREPARER'S PHONE NO. 0 cawer
REQUISITION — Show number of receipts or tickets (not books or rolls) requested.
QUANTITY ITEM QUANTITY ITEM
ADULT TICKET RED DPR 40 - SUBPURCHASE ORDER
ANGEL ISLAND FERRY - ADULT TICKET BUFF DPR 176 - CASH COLLECTION RECEIPT
ANGEL ISLAND FERRY - CHILD TICKET RED DPR 208E - VIP STATEWIDE PASS
BOAT/DAY USE TICKET BLUE DPR 208F - VIP DISTRICT PASS
BOAT UNDER 8 FT TICKET GREEN DPR 285 - AGREEMENT FOR SERVICES
BOAT USE TICKET BROWN DPR 300 - ANNUAL DU PKG PASS
CHILD TICKET GREEN DPR 300A - ANNUAL DU PKG PASS 2ND VEH
DAY USE PARKING TICKET ($6.00) ORANGE DPR 301 - ANNUAL BOAT/DU PKG PASS
DAY USE PARKING TICKET ($5.00) GREEN DPR 301A - ANNUAL BOAT/DU PKG PASS 2ND VEH
DAY USE PARKING TICKET ($4.00) RED DPR 301B - ANNUAL BOAT USE PASS
DAY USE PARKING TICKET ($3.00) MANILA DPR 306 - OHV ANNUAL DU PASS
DAY USE PARKING TICKET ($2.00) MAGENTA DPR 318 - NOTICE OF PARKING VIOLATION
DISABLED PERSON BOAT/DAY USE TICKET LILAC DPR 319 - NOTICE TO APPEAR
DISABLED PERSON BOAT USE TICKET SALMON DPR 327 - CASH REFUND RECEIPT
DISABLED PERSON DAY USE TICKET PINK DPR 420 - WARNING OF VIOLATION
DOG TICKET YELLOW DPR 453 - RECEIPT & CAMP REGISTRATION
MONTEREY SHP - ADULT TICKET BLUE DPR 534 - NON-PEACE OFFICER ID CARD
MONTEREY SHP - YOUTH TICKET GREEN DPR 680 - GOLDEN BEAR PASS
MONTEREY SHP - CHILD TICKET MANILA DPR 681 - DISABLED VETERAN/POW PASS
PARK UR SELF TICKET DPR 818 - DISABLED DISCOUNT PASS
PASS RE-ENTRY MANILA DPR 847 - LIMITED USE GOLDEN BEAR PASS
RESERVATION RE-ENTRY RED DPR 880 - LO/AR ANNUAL DU PKG PASS
SENIOR CITIZEN DAY USE TICKET GRAY DPR 880A - LO/AR ANNUAL DU PKG PASS 2ND VEH
SPECIAL USE TICKET* WHITE DPR 881 - LO/AR ANNUAL BOAT/DU PKG PASS
DPR 881A - LO/AR ANNUAL BOAT PASS
DPR 881B - LO/AR ANNUAL BOAT/DU PKG PASS 2ND VEH
DPR 882 - RESTRICTED ANNUAL DU PKG PASS
DPR 887 - ANNUAL MOTORCYCLE DU PKG PASS
DPR 803A - COMPLIMENTARY DU PASS
OHV NON-RESIDENT USE PERMIT DPR 903B - COMPLIMENTARY DU & CAMPING PASS
SNO-PARK DAY PERMIT DPR 904 - OCEANO DUNES ANNUAL DU PASS
SNO-PARK SEASONAL PERMIT
INVENTORY
Of the above checked item as of close of business on 10/31/
NUMBER OF ROLLS/BOOKS INCLUSIVE NUMBERS
ON HAND BEGINNING ENDING QUANTITY ON HAND
TOTAL QUANTITY ON HAND
NUMBER OF PASSES, TICKETS OR RECEIPTS USED IN THE LAST CURRENT YEAR
1 TOOK THIS INVENTORY AND HEREBY CERTIFY IT TO BE CORRECT AND COMPLETE. WITNESSED TAKING OF THIS INVENTORY AND HEREBY CERTIFY IT TO BE CORRECT AND COMPLETE.
Preparer Signature Title Witness Signature Title
> >
¥ FOR SPECIAL USE TICKET, SPECIFY INTENDED USE AND VALUE ‘ DISTRICT SUPERINTENDENT APPROVAL
>
DPR 145 (Rev. 5/88) (Excel, Rev. 5/15/868)
DPR 145
B-3

REV. 12/99




AdoD Buipued - 8)eoidii|

Jeneo0)y - eeaydng  Jojenul - (euiBLO

(88/51L/5 “Aay '199x3) (96/5 "AaY) 904 HdA

1000-962¥6 VO 'ojueweices

QA3AIF03Y S1dI303¥ A1va 3ISNOHIUYM JW\Q._WLNMW‘FXH—-N\%WM
¥0O103s D 1oR4ISIa D NOLLYIHOZY ANV SHUVd 40 INIFNLIVLIA D
S4diFO3Y IA0HV ONIAIZOTY INIOV GIZINOHLNY 4O JUNLYNDIS| ‘OL TYNIDINO GINDIS NYNLIN
1IW3d TYNOSV3S YHVd-ONS
1INN3d AVQ MVd-ONS
SSYd NO WWNNNY SINNOONYIO0 —  4064da 1IW53d 35N INICISTINON AHO
SSVd ONIJNVO B NA ANVINIWITINOD ~ 8606 8dd
SSVd NAAUVININIINOD -  VEOG ddd
S5Vd 9)d N0 TIDAHOLON WINNY - /88 4dd
S5Vd OMd N TVANNY Q3LORISTY - Z884dd
HIA ONZ SSVd O)d NQ/LYOR TVINNY ¥YI0T ~ 8188 8dd
SSVd 1vO8 WANNVHVIOT — V188840
S5Vd ONd NAILYOR TVANNVHVIOT — 1880 3LHM 139011 35N WI53dS
HIA ONZ SSVd OXd NA VNNV JVI0T —  ¥088 4dd AVED 13011 35N AVA NIZILIO HOIN3S
SSVd ONd N YANNVEVIOT —  0889dQ a AYINI-34 NOILVAH3STY
SSVJ HYIENIAI00 35N QLN ~  /¥8Hdd VNV AYINI-3H SSVd
S5Vd INNOOSIZ G318YSIA ~  818¥d0 T 13NDIL 4135 HN ivd
SSYd MOdNVHILIACTTEYSIA —  1894d0 VINVA LWL GUHO — dHS ATHILNOW
SSVdMVIENIAI00 - 083 udd NITHO 13X0IL HLAOA ~ dHS AFUIINOW
QY0 01Y301440 JOVIANON —  $EG¥dA ane 13)0IL LINQY - dHS ATUILNOW
NOILVHLSIOTY dWVD ONV LdI30d —  €6¥ 1dd MOTIA 13%01L90a
NOILYIOIAJOONINYYM ~  02b 9dd INId 13XOIL 35N AV NOSH3d a318vSIa
LdE0TIANNATUHSYD -  Zeeddd NOWTVS 13011 350 YO8 NOSH3d 0378vSIa
¥v3ddVOL30ION —  6l€ddQ OV 13MOIL 3SN AVQ/LYO] NOSH3d aT18vSIa
NOLLYIOIADNIMEYA J030UON - 8)€ddd VINIOVA {00Z8) 13¥91L ONDRVA 3SN AVD
SSVANA VNNV AHO ~  90£ddd VINVA (00€8) L3N0 ONIWIVA SN Ava]
SSYd 35N LYOG TWINNY — 810 ¥da a3y {0073) 1301 DNV 3N AVA
HIAONZ SSVd OMd NQ/LVOS WANNY —  VI0E¥da N3O (00'$) 13%DIL ONINYVA 35N AVQ
SSVdONd NAILYOE TYINNY - J0E 840 JONVHO (00'98) LINOIL ONINeYd 35N AVA
HINONZ SSYAONdNO WANNY —  VOOE¥dD| NEETS) 1DIOIL ATHD
SSVAONdNOTWANNY -  00£8da NMOYE 13x01L 380 1vod
S30/AYIS O INTNITIOV —  98zuda N3THO L13%0IL 148 430NN Lyog
S5Vd LOMISIAdIA ~ 4802 8d0 ama 13%011 35N AVA/LYOE
SSVd JAMILVIS A — 380ZHdQ 038 L3NOIL OIHD — ANN34 ONVISI T3ONY
1dI30RINOILOFTIOOHSYD ~  9/4udd 478 LDIOILLINAY - AWM ONVTIS| TIONY]
¥30Y0 ISYHOUNENS - OF ddd e 1391 1Inav
N3 ONINNIOIE ONIONS ONINNIOZE
QMM_QWEDZ JAISNTONI W3l ALLLNVNO SUIEWNNN IAISHTIONI W3u ALLNVND
MO39 NMOHS SL1dIS0IY ONIHYIISNVNL INIOV GIZINOHLNY JO FUNLYNDIIS WO
Alva oL

"ON ¥30M0 A¥3ANIA

S1IN3IWNO0A FT19V.INNODIYV 40 1diIFd3N
SHYVd JLVLS VINYOSITYD
Adusby $921n03S8Y BY L — B|UIOHIED JO NS

DPR 106

B-4

REV. 12/99



Transferring Park Tickets Between Digtricts

If tickets are needed before delivery of a Supplementa Ticket Order, they can be transferred
between Didtricts on an emergency bass. If atransfer is necessary, the sending Didtrict
completes an origina and three copies of DPR 106 Receipt of Accountable Documents, and
forwards origina and two copies with tickets to the receiving Didrict. The receiving Didrict
sgnsdl copies of the DPR 106, assuming accountability for tickets, and sends origind to the
sending Didtrict, and retains a copy. The District Superintendent or designee is accountable for
al tickets and receiptsissued to the District. A log should be maintained indicating where all
tickets and receipts, by type and seria number, are assgned. No documents need to be sent to
Headquarters when tickets are transferred within Digtricts.

Proceduresfor Reporting Lost, Stolen or Missing Tickets

Responsibility Action
Employee' s Supervisor 1. Prepares memo (origina and four copies) to the Audits

Office, with gpprovd lines for the Didrict
Superintendent and the Audits Office, with details of
missing tickets, actions taken to verify the
disappearance, and alisting of the tickets by type and
serid number.

2. Sends original and three copiesto Didtrict; retains
pending copy.

Digtrict Superintendent 3. If acceptable, Sgns and forwards origind and two
copies to the Audits Office; retains pending copy.

4. If unacceptable, returns entire set to Supervisor with
appropriate comments.

Audits Office 5. If acceptable, Sgns appropriate approvd line and
returns original and one copy to the Didtrict; retains
copy.

6. If unacceptable, returns entire set to Didrict

Superintendent with appropriate comments.

Didtrict Superintendent 7. On receipt of approved memo from the Audits Office,
forwards origind to Supervisor; retains an approved

copy.

REV. 12/99
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8. On receipt of disgpproved memo from the Audits
Office, reviews and makes appropriate comments and
returns entire set to Supervisor.

Employee Supervisor 0. On receipt of gpproved memo, review comments from
Digtrict Supervisor and/or the Audits Office and takes
appropriate action.

Shortages and Over ages

Funds collected are recorded on a DPR 156/156CR. |If a shortage of $1.00 to $9.99 is found
during preparation of the DPR 156/156CR, a brief explanation is needed and the Didtrict
Superintendent’ s Sgnature (or designate) isrequired. |If the shortageis $10.00 or more, a
concise memorandum shd| be attached to the DPR156/156CR explaining the reason for the
shortage and the action being taken to prevent such occurrences in the future. All DPR
156/156CR’ s with shortages for $10.00 or more, must be attached to the ROC and submitted
in duplicate with the appropriate signature to the Cashiering Unit. Shortages under $10.00 do
not need to be sent to Cashiering. Overages are to be recorded on the DPR 156/156CR and
reviewed by a Supervisor before paperwork isfiled.

B-6



State of California - The Resources Agency
DEPARTMENT OF PARKS AND RECREATION PRINT OR TYPE
RECEIPT ACCOUNTABILITY WORK SHEET Return to Department Accounting Sectien only
DPR 156 (Rev. 4B6)(Excel 3/16/1999) when there ix & shortage. A letter of explanation
(Excluding Cash Purchase and Change Funds) must be attached if shortage s aver $10.
Park Name Park No. Location
Name Shift Date
NUMBERED
o FROM INCLUDING NO. ISSUED AMOUNT
Overnight Facilities DPR 453'S (Dollar Amount Only) - - - - = = =~ & < & & o e
Subtotal
Refund - - -------- DPR 327 Less Refund { )
Subtotal
DayUse--------- Tickets
5
il
285
§ § S
4%
b a s
§ W Ann. Passes
3 Type
8>
gg 3 e
? DPR 453'S (Dollar AMOUNt ONly) ~ = = = = = = = = = = = = = = == == e o e e e e e
DPR 176, Misc. Sales
(buses, group day use,
horses, et
Boating -~ ------vo Tickets
Ann. Passes
Type
DPR 453's (Dollar Amount Only) - == - = - === - = oo e oo meme oo e
Fuel
Publications (Total from ReVErSe) - = = = = = =« w e - < o o oo oo oo
Concessions
Other
DPR 453 Serial Nos. to (incl.) TOTAL ACCOUNTABILITY
(All DPR 453's issued during shift, including camping, day use, boating, etc.)
ACTUAL FUNDS COLLECTED
O over
Prepared by O short
Signature Date
Approved by ACTUAL FUNDS DEPOSITED
Signature Date
(over)

DPR 156
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Approved Depositories

Generdly, aunit may deposit its collectionsin the Bank of America, Sanwa Bank, Union Bank,
U.S. Bank of Cdifornia, or West AmericaBank. If one of these banksis not within a
reasonable distance, see SAM 8031 for other authorized banks that may be used.

A unit must send a memo to the Accounting Section Cashiering Unit requesting permission to
use a bank other than an approved depository of the Centra Treasury System, or to change
bank branches. Do not begin deposgiting with any new bank until approva is recaived from the
Cashiering Unit.

If no authorized bank is within a reasonable distance, the unit will have to purchase a money
order or cashier’s check and send it with the DPR 197 Report of Collection to the Cashiering
Unit (See DAM 0600).

Deposit Slip Preparation

STO B/A, B/A ZBA, Sanwa, Union, U.S. Bank of California, and West America Bank
Report of Deposit (Deposit Sip)

These forms are deposit dips and serve as receipts for money deposited in the bank.

STO B/A (ZBA) Zero Baance Account is used for deposits at any Bank of
Americabranch;

STO Sanwais used for deposits a any Sanwa Bank;

STO Union is used for deposits a any Union Bank;

STO U.S. Bank of Cdiforniaand STO West America Bank are used for deposits
a any U.S. Bank of Cdifornia

B-8 REV. 12/02
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Each form comes in five-part carbon sets; with the exception of ZBA, which has four-part
carbon. These sets are distributed as follows:

Origind and Duplicate (with adding machine tape, if gpplicable) — Give to the bank

receiving the deposit. If the deposit is not made in person, include in deposit bag or
envelope.

Triplicate — Send immediately to Accounting’s Cashiering Unit. Cashiering sendsto the
State Treasurer. ZBA — Trip copy is sent to the Cashiering Unit.

Quadruplicate — Hold for submittal to Cashiering with the DPR 197A, Report of
Collections. ZBA — Thisisthe District/Park copy.

Quintuplicate — Retain for unit records along with any other documentation that
substantiates the deposit should a deposit dispute arise later. Not used under the ZBA
process.

Instructions for Completing Deposit Slip

The Report of Deposit can be prepared by typewriter or legibly handwritten with a ballpoint

pen.

Enter 3-digit park unit number on pre-printed form, if blank.

Enter the amount for each monetary type listed and verify that the amounts add up
to the TOTAL DEPOSIT.

Enter the number of checksin the asterisked (*) box, or in item count box. If there
are none, placea“0” in the box.

Run two copies of the adding machine tape with the dollar values of al checks,
money orders, currency, and coin, that make up the deposit and attach one copy to
the original deposit dip, and one copy to the quintuplicate, or the Quad for ZBA
deposits.

Sign and date form. The date on the deposit dip should be the date the deposit is
prepared.

General ingtructions:

A.

B.

C.

D.

Do not usethe dollar sign ($) a dl. This can easily be mistaken for the numbers 5
or 8 when the formis handwritten.

Enter the decimd () for cents. If the deposit isfor an even dollar amount, enter
“.00". Keep numbers and decimd points aligned.

Be surethat dl copies are legible. If the bottom copies are not readable, write over
ontheorigind. Do not write over the bottom copies, as transposition errors or
other errors can occur, making the amount reported by the bank different from the
amount reported on the Accounting Section’s copies.

Amounts should not be atered or rewritten. Thisincludesthe carbon copies. If any
of the amounts on the copies are not legible, mark the amount with a**. Footnote
in the bottom right corner with a**, and rewrite the amount. No whiteout may be
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used on the deposit dip. STO considers these to be adtered documents, if carbon
copies are written on. Attach a Post It Note with an explanation.

Keep currency and coin in the correct boxes on the deposit dip.

The amount entered in TOTAL DEPOSI T must agree with the amount actualy
deposited.

Submit checks and money orders to the bank in the same order asthey are listed on
the adding machine tape. Ensure the deposit stamp is on the back of each check
near the top end (if the check is printed with a space provided for
stamping/endorsing, use that space).

Making a Deposit

All units must manage collections to minimize the amounts of cash on hand, particularly cash
held overnight. All unitsthat collect fees and charges must deposit collected fundsinto an
approved depository on the day collected, or no later than the following day. Whenever
possible, units should deposit fundsin night depository banking facilities. However, unitswith
safes, vaults, or drop boxes may retain collections for longer periods, subject to the limitations

baow.

If adepost is greater than $100 coin and currency and more than $50 in coin, a separate
depost dip for the coin portion only must be prepared and submitted. 1t should be placed ina
deposit bag with the other portion of the deposit and seded.

A.
B.
C.

T oOm

Check safelog and sign for dl collections that are going to be deposited.

Veify each DPR 156/156CR and verify funds.

Stamp the back of al checks with the department endorsement stamp and make
sure the front of the check isissued to the State or Department of Parks and
Recrestion.

Fll out depogt dip. If you make an error void the depost dip by writing VOID in
bold letters. Turn in voided dip and record in the deposit log thet the dip was
voided. DO NOT THROW AWAY . Send voided TRIP copy to Cashiering Unit
attached to the appropriate ROC.

Pace the top two copies of the deposit dip with the checks, currency, coin, and
adding machine tape into the deposit bag and sed the bag, tear off the plastic bank
bag number tab (if thereis one) and attach it to the DPR 156/156CR.

Fill out the deposit log.

If transporting to bank, fill out proper section of depost log.

Attach the last 3 copies of the deposit dip to the DPR 156/156CR and submit it for
ROC processing. For ZBA depodits, submit TRIP copy (only) with the ROC to
the Cashiering Unit.

At the end of the month turnin a copy of the deposit log so the record of deposits
can be checked againgt those received by the Bank.

B-11 REV. 12/02



Batching M oney
When making a deposit, bundle the money by their correct amounts

$1.00 bills have 25 billsbundle  ($25)

$5.00 hills have 20 billsbundle  ($100)
$10.00 hills have 20 billsbundle  ($200)
$20.00 bills have 25 hillsbundle  ($500)

Adjustments and Corrections

Depogits are dependent on accuracy, legibility and completeness of the information contained
on the deposit dip. When an error is made, do not make any corrections on the deposit dip
itsdlf; refer to the ingtructions below:

Place a“pogt it” note on the deposit dip with an explanation of the error. (E.g. $37.00 should
be $32.00)

Deposits received a the bank less than the amount entered in the Total Deposit box, are
consdered to be overdated or short. In this Stuation the bank will initiate a request for
payment from the Cashiering Unit for the amount of the difference.  Cashiering staff will contact
the appropriate Park/Didrict, and inform them that a check will be issued to Bank of America
for the difference of the actua deposit.

Deposits received by the bank that are actualy more than the amount stated in the Totd

Deposit box, are consdered to be understated or over. In this Stuation, the bank will request
the Cashiering Unit to submit a supplementa deposit dip for the amount. Cashiering will contact
the Park/Didtrict, with the gppropriate information regarding the supplemental deposit and
Report of Collection (ROC) that will be processed.

All adjusments will be applied to Day Use unless the revenue was received under another
category. If another category isto be used, please provide a copy of the origind ROC at the
time the adjustment is to be made.

Any adjusments for fifty dollars or less, will be adjusted by the Cashiering Unit. Adjustments
will appear on the CID or HO2 monthly reports.

When a deposit dip needs to be voided and has not been sent to the bank, perform the

following seps:

1) Write VOID acrossthe origind and al copies of the deposit dip.

2) Attach the Quadruplicate (Quad) copy to the DPR 156/156CR.

3) Attach the Triplicate (Trip) copy to the Origind ROC and send to the Cashiering Unit as
soon as possible.

4) Attach the Original and Duplicate copy to the Park/Disgtrict copy of the ROC.

5) Lig thevoided depost dip number on the ROC, and enter VOID in the amount column.

B-12
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The Trip copy/copies attached to the appropriate ROC must be sent to the Cashiering Unit as
soon as possible. 1t isthe responghility of the Cashiering Unit to ensure the monies deposited at
the bank are moved into our account at the State Treasurer’ s office. ZBA deposit dips are not
sent to the State Treasurer’ s Office.

Deposit/Transport Log

A deposit/trangport log isfilled out each time a collection is placed or removed from asafe and
each time the collection is transferred or deposited. When the collections are removed from the
safe the respongble person records it on the log. Anytime funds are trandferred from one safe
to another safe, the responsible person logs/signs for the collection taken out of one safe and
logg/sgnsthe callection in & the other safe.

Digricts shdl purchase and use ledger books with pre-numbered pages.

The Supervisng State Park Peace Officer will audit the logs monthly to insure dl moneys have
been transferred and deposited appropriately.

B-13



Deposit/Transport Log

Date Prepared by Deposit Amt Slip # Bag # Date Taken  Transported By Taken To

B-14 REV. 12/99




07 DPR 197A, Report of Collections (ROC) Preparation (DAM 0620.7)

The DPR 197A, Report of Callection (ROC), is used to report al collections at a Park Unit or
Digrict. ROC’'s must be processed on a continuous basis and within 24 hours after going to the
bank, so the Department can maximize the interest earned on al collections for consstent cash
flow, and be in compliance with Government Code.

The Cashiering Unit must receive reports, no later than five working days after making the
deposit at the bank. To facilitate fiscal year-end closing, it is very important to submit DPR
197A’ s for the June reporting period as soon as possible.

Onthelast DPR 197A preceding a period of expected inactivity, write, “No further collections
are expected until the unit reopens for business on (Month, Day, Year).” Do not send aDPR
197A until business begins again.

| RESPONSIBILITY ACTION
Employee 1. Transfers the revenue and deposit information from the work sheet
) ) [DPR 156, Receipt Accountability Work Sheet, DPR 156CR,
(Not involved in Statement of Business (Figure 0620.7B), or Quicken ROC Summary
collection) Report] to the DPR 197A. If more space is needed, complete a DPR

197B, Report of Collections Supplement (Figure 0620.7C), and attach
it to the DPR 197A. Submit the DPR 197A to the District
Superintendent.

District Superintendent | 2. Review the DPR 197A, sign if approved, and return the form to the
or Designee employee who prepared it.

Employee 3. Keep the duplicate DPR 197A with District copies of DPR 156 or
DPR 156CR. Send the remaining copies to the Accounting Section,
Cashiering Unit with the applicable items below.

Report of Deposit — TRIP copy only
Money orders or checks.

Two Copies of the DPR 156 or DPR 156CR when a shortage is
reported of $10 or more (DAM 0620.52).

The employee responsible for completing and signing the ROC must not have any responsibility
in collecting the fees. All accountable documents must be included with the DPR 156/156CR
and attached to the duplicate DPR197. Origind DPR156/156CR isretained at the Didtrict.
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S cue meroves o
Retain 3rd copy REPORT OF COLLECTIONS - 001
PARK NAME
PARK UNIT NO.
DATE OF ROC | ACCOUNTING USE ONLY INDEX
|FFY BATCH NO.| ENTERED BY PERIOD (MMDD TO MMDD) PAGE o
T T 8000 0
DESCRIPTION nggg_ (;$$5 AMOUNT SOURCE CODE
Camping 101 140600012
Day Use 101 140600414
Boat Use 101 140600,16
Passes 101 140600018
Other Fees (DPR Managed Pay Showers, Special Events, etc.) 101 140600426
Overages 101 140600431
Shortages (Attach 2 copies of each DPR 156/556) 841 ( ) 140600,91
Concessions (Attach copy of DPR 54) 101 152300011
Lease/Rental of Dwelling (Non-Employee) 101 152300321
Rental of Dwelling (Employee) 101 152300331
Parking Violations (County Code ) 101 164200)00
Publications Sales 101 161400011
Park Store Merchandise Sales 101 161400321
Official Guide Map Sales 101 161400)31
Fuel Sales (Wood) 101 161400041
Retail Sales and Use Tax (County Code ) 161 I\
Other Collections (Photocopies, Recycled Metal, Vending Machines, etc.) 101 161400)91
peatevent (Fy] | obj. | 4 | Index | | )] 104 A
A
A
A
ACCOUNTING USE ONLY
ABSOLUTE AMOUNT L ——_— TOTAL COLLECTIONS |:|
UEpUSIL DEPOSITS UEpUSIL
slip LINE DEPOSITDATE DEPOSITSLIP Slip LINE DEPOSITDATE DEPOSIT SLIP
Attached NO. (MM/DDIYY NUMBER AMOIINT Attached NO. (MM/DDIYY NUMBER AMOIINT
O 1 0| z
O 2 O 8
0 3 O | 9
O 4 O | 10
d 5 O 11
O 6 O [ 12
TOTAL DEPOSITS :
TOTAL COLLECTIONS I:l
DIFFERENCE (MUST EQUAL ZERO) :
PREPAREDBY DATE PREPARER'S PHONE NO. APPROVED BY TITLE
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